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Administration Employee Workplace Violence  
 Responsibilities  

 
 
 
 
 
 
 
POLICY: .01 I t  is  the Laboratory’s  goal  to  provide a  work 

environment  that  is  f ree from violent  behavior  and 
threats  of  violence.   Violent  behavior  and threats  of  
violence are  unacceptable  conduct  and are  
prohibi ted.    

 
 .02 Int imidat ing,  coercing,  threatening,  discr iminat ing 

against ,  or  taking reprisal  against  an employee for  
assis t ing with an invest igat ion of  a  complaint  or  for  
report ing violent  behavior  or  threats  of  violence is  
prohibi ted.  

 
 
COVERAGE: .03 This  pol icy covers  al l  ful l - t ime,  par t- t ime,  special  

program, and casual  employees.   Laboratory 
Affi l ia tes ,  contract  and subcontract  workers ,  and 
other  users  of  Laboratory faci l i t ies ,  a l though not  
direct ly covered by this  pol icy,  are  required to  
refrain from violent  behavior  and threats  of  
violence.  See  .07.  

 
 
DEFINITION: .04 Workplace violence is  behavior  that  is   

Host i le  or  aggressive physical  contact  with 
another  person,  

A statement  or  body gesture that  threatens harm 
to another  person,  or   

A course of  conduct  that  would cause a  
reasonable person to bel ieve that  he or  she is  
under  threat  of  harm. 

 
 
RESPONSIBILITIES OF .05 Employees have the fol lowing responsibi l i t ies :  

  EMPLOYEES:   
Know and abide by the pol icy on workplace 
violence;  

Immediately not i fy the group- or  higher- level  
manager  when he or  she is  a  target  of  workplace 
violence or  threats  of  violence or  when he or  
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she knows of  violent  behavior  or  threats  
directed at  others;    

Note:   An employee who bel ieves that  
immediate  act ion is  required to  respond to a  
threat  to  l i fe  or  to  a  s i tuat ion that  could resul t  
in  ser ious bodi ly harm should cal l  911 and then 
not i fy the group- or  higher-  level  manager .  

Cooperate  with those invest igat ing workplace 
violence incidents ,  including the Employee 
Relat ions Group (HR/ER),  the Special  Projects  
Office of  the Faci l i t ies ,  Safeguards,  and 
Securi ty Division (FSS/SPO),  and law 
enforcement  authori t ies .  

 
 
RESPONSIBILITIES OF .06 Supervisors  and managers  have the fol lowing  
SUPERVISORS AND   responsibi l i t ies :  
MANAGERS: 

  Know and abide by the pol icy on workplace 
violence;  

Be aler t  to  potent ial  instances of  violent  
behavior  or  threats  of  violence;  

Take immediate  act ion,  including cal l ing 911 i f  
appropriate;  

Immediately not i fy HR/ER and then the next  
higher  level  of  management  upon receipt  of  an 
al legat ion of  workplace violence or  upon 
observat ion of  behavior ,  verbal  exchanges,  e tc . ,  
that  indicate  workplace violence may occur  or  
may have occurred;  

Cooperate  with those invest igat ing workplace 
violence complaints ,  including HR/ER, 
FSS/SPO, and law enforcement  authori t ies;  

Take prompt discipl inary act ion,  as  appropriate;  

After  a  complaint  of  workplace violence has 
been substant iated,  monitor  the s i tuat ion i f  
necessary to  ensure that  the behavior  has 
s topped;  and  

Take reasonable act ion to  prevent  or  s top 
retal ia t ion.  
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Response to Incidents .07 Supervisors  must  take act ion when a  nonemployee,   
Involving Non-  such as  a  vendor,  contractor ,  or  aff i l ia te ,  exhibi ts   
Laboratory Personnel   v iolent  behavior  or  threatens an employee or  other  

nonemployee or  when an employee exhibi ts  violent  
behavior  or  threatens a  nonemployee.   Such act ion 
may include removal  of  the nonemployee from the 
workplace and must  include report ing the incident  
to  HR/ER, who then not i f ies  the nonemployee’s  
employer  when appropriate .  

 
 
RESPONSIBILITIES OF THE .08 HR/ER wil l  assis t  any manager ,  supervisor ,  or   
EMPLOYEE   employee who has a  quest ion,  concern,  or  personal   
RELATIONS GROUP:  issue related to  workplace violence.   
 
 

 .09 HR/ER staff  coordinates  response to  workplace 
violence.   The response may include interact ion 
with FSS/SPO, the Emergency Management  and 
Response Group (FSS-20),  Laboratory Counsel ,  the 
Occupat ional  Medicine Group (ESH-2),  and the 
Rel iabi l i ty  Programs Office in  the Faci l i t ies ,  
Safeguards,  and Securi ty Division (FSS/RPO).   
HR/ER conducts  invest igat ions of  incidents  of  
workplace violence and provides information to  
managers  so that  they can take appropriate  act ion.  

 
 
ATTENDANCE REPORTING: .10 Employees removed from the workplace under  this  

pol icy are  normally placed on invest igatory leave 
(IL).   See AM 112,  Discipl inary Policy and 
Procedures.  

 
 
RETURN TO WORK: .11 A supervisor  who has removed an employee from 

the workplace in  connect ion with this  pol icy must  
consul t  with the ESH-2 Fi tness  for  Duty 
Coordinator  before returning the employee to  the 
workplace.  

 
 
RECORDS: .12 The Laboratory complies  with al l  appl icable  laws 

governing the maintenance and disclosure of  
wri t ten records created as  a  resul t  of  workplace 
violence concerns or  complaints .   Personal  
information about  employees is  protected as  
required by appl icable  law and pol icy.   See AM 708,  
Information Pract ices ,  and AM 628,  Access  to  
Personal  Information.  
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DISCIPLINE: .13 Fai lure to  comply with the provisions of  this  pol icy 

may resul t  in  discipl ine,  up to  and including 
terminat ion from employment .   See AM 112,  
Discipl inary Policy and Procedures.  

Note:   An internal  invest igat ion and/or  
discipl inary act ion does not  preclude an 
independent  pol ice invest igat ion or  cr iminal  
prosecut ion where such is  warranted.  
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